SPECIAL MEETING

TOWN OF LOS GATOS
TOWN COUNCIL POLICY COMMITTEE

Council Policy Committee — (2015)
AGENDA

Marcia Jensen, Mayor
Barbara Spector, Vice Mayor

TOWN COUNCIL CHAMBERS
110 EAST MAIN STREET
APRIL 2, 2015 - 2:30 P.M.

MEETING CALLED TO ORDER

ROLL CALL

VERBAL COMMUNICATIONS (Three minute time limit)
1. Approval of the March 19, 2015 Council Policy Committee Draft Minutes

2. Discuss and approve recommendations regarding Council Policy Committee Scope,
Proposed Work Plan, Proposed Definitions for Council Policy and Administrative
Guideline, and Meeting Schedule

3. Receive a verbal report and provide direction as appropriate on the following land
use policies:
a. 1-34: Historic Overlay Zone Review Process
b.  1-37: Personal Service Businesses in the C-2 Zone
¢. 1-40: Restaurants and Specialty Retail Businesses that offer Food Products

Policy
d. Formula Retail

4. Discuss and receive direction from the Policy Committee on the development of a
Council Policy for flag protocol

5. Future Agenda Items

ADJOURNMENT

Attachments:
1. March 19, 2015 Policy Committee Draft Minutes
2. Staff Report: Council Policy Committee Scope, Proposed Work Plan, Proposed
Definitions for Council Policy and Administrative Guideline, and Meeting

Schedule



ge: Post (also posted on Town Web)
Town Council

In compliance with the Americans with Disabilities Act, if you need special assistance to
participate in this meeting, please contact the Town Manager’s Office at (408) 354-6854.
Notification 48 hours before the meeting will enable the Town to make reasonable arrangements
to ensure accessibility to this meeting [28 CFR §35.102-35.104]




DRAFT

TOWN OF LOS GATOS
COUNCIL POLICY COMMITTEE
March 19, 2015, 2:30 p.m.

110 E. Main Street
Town Council Chambers
Los Gatos, California

MINUTES

Call to Order
Council Policy Committee meeting was called to order at 2:30 p.m.

Members and Staff present:

Mayor Marcia Jensen

Vice Mayor Barbara Spector

Les White, Interim Town Manager

Robert Schultz, Town Attorney

Laurel Prevetti, Assistant Town Manager/CDD Director
Christina Gilmore, Assistant to the Town Manager
Vilcia Rodriguez, Special Project Coordinator

Verbal Communications
None.

Agenda Items

1. Approval of February 26, 2015 Council Policy Committee Meeting Minutes
Committee Action:
The Committee unanimously approved the draft minutes with no changes.

2. Review and approve proposed changes to the Commission Appointment
Council Policy

The Policy Committee made changes to the Policy to clarify that Town Commissioners

may be appointed by the Town Council to serve as representatives of their Commission

on other Town Committees, such as but not limited to Conceptual Development

Advisory Committee and the General Plan Committee.

Current Text (Policy Section):

"To ensure the greatest possible participation by the public, it is the Town's policy that
no person shall be appointed to more than one Commission except in those cases
where they are ex-officio members of other Boards, Commissions and Committees.
This Policy does not apply to Commission members serving as representatives of
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their Commission on joint committees such as the Conceptual Development
Advisory Committee and the General Plan Committee.”

Revised Text (Policy Section):
“To ensure the greatest possible participation by the public, it is the Town's policy that
no person shall be appointed to more than one Commission except in those cases

Commission members serving as representatives of their Commission who have
been appointed by the Town Council.”(Revised on 4/xx/15)

3. Review and approve the draft Social Media Policy

The Policy Committee expressed concerns with the proposed Policy being too broad by
allowing staff to represent/communicate on behalf of the Town when the Mayor and
Town Manager speak on behalf of the Council and the Town, respectively.

The Policy Committee recommended that this item be reviewed by the full Council for
direction as part of the Council’'s Strategic Goals discussion. Staff should make a
presentation that answers questions such as: What are other agencies doing? What are
sample best practices? Why does the Town need a social media presence? How will
the Town regulate individual employees? What are the legal implications?

4. Review and discuss a proposed work plan regarding the Civic Facility Use
Policy
The Policy Committee directed staff to return to next Policy Committee with a revised
work plan that is broken into manageable sections giving priority to areas that are in
greatest demand, such as the Library. The Policy Committee also directed staff to
include the Civic Master Plan in the revised work plan and confirm if the Plan includes
information that can be used for the Civic Facility Use Policy. Staff should present the
proposed work plan to the Council for direction and approval.

The Policy Committee directed staff to provide the Committee with a copy of the City of
San Jose's street light banner policy.

The Policy Committee directed staff to provide the Committee with an index of the items
in the Town’s Administrative Manual and identify those documents that are guidelines
from potential Council policies and bring forward the policy documents for Policy
Committee review and action.

5. Provide guidance on a potential Council and Media Notification of Significant
Events Council Policy

The Policy Committee asked for a definition of “significant events” and how staff

determines when Council is informed of these events. The Committee expressed
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concerns with the “lag time” that filters may be creating that can lead to Council
Members not having the same information at the same time.

The Policy Committee directed staff to define what may constitute a significant event,
such as murder, fire, etc., guidelines for communicating with Council, and timely
response mechanism for Council direction.

6. Future Agenda Items
* Provide a status report and approve staff recommendations regarding the
following Council Policies:
o 1-34: Historic Overlay Zone Review Process
o 1-37: Personal Service Businesses in the C-2 Zone
o 1-40: Restaurants and Specialty Retail Businesses that offer Food
Products Policy
o Formula Retail
= Provide an index to the Administrative Policy Manual and identify items for Policy
Committee action

Meeting adjourned at 3:55 p.m.
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MEETING DATE: 04/02/15
ITEM NO: 2

POLICY COMMITTEE REPORT

DATE MARCH 27, 2015
TO: POLICY COMMITTEE
it
- sl JIUUEE
FROM: ‘{q{%s%\/ TE, ﬁgf?rERlM TOWN MANAGER
SUBJECT: COUNCIL POLICY COMMITTEE SCOPE, PROPOSED WORK PLAN,
PROPOSED DEFINITIONS FOR COUNCIL POLICY AND ADMINISTRATIVE
GUIDELINE, AND MEETING SCHEDULE
RECOMMENDATIONS:

1.

Review and validate the Policy Committee’s Purpose Statement and forward to the Council for its

approval:
a. “To identify and address areas, issues, and concerns where Town Council policy needs to

be communicated, documented, clarified, or developed in order to enhance the
effectiveness of the Council in carrying out its policy making role in the Council/Manager
form of government.”

Review and approve the proposed Policy Committee Work Plan, and forward to the Council for its
approval.

Review and approve the following proposed definitions for Council Policy and Administrative
Guideline and forward to the Council for its approval:
a. Council Policy: A Council Policy is an official position taken by or a direction given by

the majority vote of the Town Council or through Council resolution on a specific need,
problem, or issue that affects the Town at large. A Council Policy establishes the goals and
principles to guide the Town’s current or future action with regard to concerns, problems,
or opportunities. A Council Policy can also be a plan or approach to a specific need,
problem or issue. Council policies, when implemented, assist in achieving the Town Core
Values and Strategic Goals.

Administrative Guideline: An Administrative Guideline is a set of standards, criteria,
procedures, or specifications to be used and/or followed by Town staff in its performance
of certain tasks and/or implementation of Council Policy, legal compliance, regulatory
mandates, etc. A guideline is a document approved by the Town Manager or his/her
designee for internal use by staff.

4. Review and approve a standing meeting schedule for the Policy Committee.
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POLICY COMMITTEE

SUBJECT: SCOPE, WORKPLAN AND OTHER ITEMS
MARCH 27, 2015

PURPOSE:

The purpose of this report is to provide historical information on the purpose of the Policy Committee to
help guide the review and discussion of the scope of the Committee and its work plan. In addition, this
report proposes a regular Committee meeting schedule and definitions to distinguish a Council Policy

from an Administrative Guideline.

DISCUSSION:

Council Policy Committee Purpose Statement

In preparation for this report, staff conducted an extensive search of historical information, including
Town ordinances, staff reports, and other documents to understand the background and purpose of the
Council Policy Committee. Although specific information on the origin of the Policy Committee has not
yet been uncovered, several staff reports dating back to 2003 provide information on Policy Committee
discussions around purpose and focus areas. These reports are included in Attachment 1.

In May 6 and June 3, 2003, the Policy Committee met to discuss its role and goals, identify policy focus
areas, and develop a policy work plan. In particular, Committee discussions centered around three themes:
“(1) the long-standing tenure of previous Council Members with respect to their knowledge of unwritten
Council policies and practices; (2) consideration of where Town Council policies may be deficient; and
(3) the creation of a policy reference library.” To address these issues, the Committee discussed the
concept of setting a framework for policy development through the establishment of formal, yet flexible
Council roles, expectations, and protocols. From these discussions, the Policy Committee also developed
‘the following statement of purpose:

“To identify and address areas, issues, and concerns where Town Council policy needs to
be communicated, documented, clarified, or developed in order to enhance the
effectiveness of the Council in carrying out its policy making role in the council/manager
form of government.”

On June 16, 2003, the Committee presented a draft work plan and purpose statement to the Council. The
Council agreed with the statement of purpose and with some items from the Committee work plan, but
deferred others for further Council discussion. Since then, it appears that the Policy Committee purpose
statement has not been formally reviewed by the Committee or Council. Staff recommends that the Policy
Committee review and confirm the Committee’s purpose statement and forward it to Council for its
approval. The Committee’s approved purpose statement will inform the work of the Committee and its
work plan.

Draft Work Plan

In December 2014, the Policy Committee began its comprehensive review of Council adopted policies.
During the document discovery phase, staff uncovered additional documents. To date, 23 Council Policies
and 76 land use policies and other related documents (47 land use policies, 17 guidelines and standards,
four procedures, and eight plans) have been presented to the Policy Committee for its review.
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POLICY COMMITTEE

SUBJECT: SCOPE, WORKPLAN AND OTHER ITEMS
MARCH 27, 2015

DISCUSSION (cont’d):

At the March 19, 2015 meeting, the Committee expressed an interest and priority to review existing land
use documents, and deferred the development and review of new policies to the full Council for its review
and approval. However, as part of the Committee’s review of staff proposed work plan for a Civic Facility
Use Policy questions were raised regarding the Town’s Administrative Manual. Direction was given to
staff to provide an index of the current Administrative Manual to determine if it contained policies that
should be reviewed by the Committee. Staff did not find an index; however, Attachment 2 contains a
summary of the Administrative Manual contents identified to date. In addition, staff was also directed to
return to the Policy Committee with a revised Civic Facility Use Policy work plan.

Given the resources invested to date to support the Committee’s efforts and the recent Policy Committee
direction to expand the scope of its work, a clear and defined work plan with priorities and timelines will
help focus the work of the Committee. Attachment 3 contains a proposed Work Plan for the four main
policy categories based on prior Committee discussions: Land Use, Civic Center Facilities Use, Council
Policies, and Administrative Manual. Highest priority is given to the Land Use Policies, followed by the
Civic Center Facilities Use, Council Policies, and Administrative Manual. Within each category, a brief
summary of accomplishments and next steps are provided with estimated timelines.

The Policy Committee should review, discuss, amend, and approve its Work Plan, and forward it to the
full Council for its evaluation against other Council priorities.

Definitions

In addition to the draft Policy Committee Work Plan, staff is also recommending the development of
standard definitions for Council Policy and Administrative Guideline to guide the review and evaluation
of Town documents. Throughout the Policy Committee’s policy review, there has been confusion
stemming from the lack of standard definitions for and clear distinction between a Council Policy and
Administrative Guideline, as well as from different interpretations of these two terms. The Town has
loosely applied the word “policy” to any Council approved and/or Town Manager approved direction
without a set of criteria, and as a result in some cases policy level decisions have been made by staff
without being reviewed by the Council for formal approval. Adoption of a set of standard definitions
should help reduce or eliminate these issues in the future and assist staffin identifying those documents
that should be brought forward to the Policy Committee for its review.

Based on research of definitions used by other agencies and staff’s recommendation, staff has developed
the following proposed definitions for the Policy Committee’s consideration. Upon the Policy
Committee’s approval, the proposed definitions will be presented to the Council for its approval.

Council Policy: A Council Policy is an official position taken by or a direction given
by the majority vote of the Town Council or through Council resolution on a specific
need, problem or issue that affects the Town at large. A Council Policy establishes the
goals and principles to guide the Town’s current or future action with regard to
concerns, problems or opportunities. A Council Policy can also be a plan or approach
to a specific need, problem or issue. Council policies, when implemented, assist in
achieving the Town Core Values and Strategic Goals.
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POLICY COMMITTEE

SUBJECT: SCOPE, WORKPLAN AND OTHER ITEMS
MARCH 27, 2015

DISCUSSION (cont’d):

Administrative Guideline: An Administrative Guideline is a set of standards, criteria,
procedures, or specifications to be used and/or followed by Town staff in its
performance of certain tasks and/or implementation of Council Policy, legal
compliance, regulatory mandates, etc. A guideline is a document approved by the
Town Manager or his/her designee for internal use by staff.

Committee Schedule

Given the significant Policy Committee workload, project complexity, and the limited staff resources,
staff is recommending that the Policy Committee set a standing meeting schedule similar to other Town
committees, boards and commissions to provide consistency, allow staff more time for meeting
preparation, and facilitate planning.

Current practice has been to schedule meetings in advance three to four meetings at a time based on
Committee member and staff availability or policy review urgency. In general, the Committee has been
meeting twice per month on the second and fourth Thursdays of the month from 2:30 p.m. to 4:00 p.m. in
the Council Chambers.

Staff proposes that the meetings be scheduled to one per month on the second or last Thursday of the
month from 2:30 p.m. to 4:00 p.m. in the Council Chambers. Setting a meeting schedule would not
prevent the Policy Committee from scheduling special meetings as needed or canceling standing
meetings.

CONCLUSION:

Upon consideration of staff recommendations by the Policy Committee, the approved recommendations
will be forward to the full Council for its approval.

ENVIRONMENTAL ASSESSMENT:

This is not a project defined under CEQA, and no further action is required.

FISCAL IMPACT:

No financial impact is associated with these recommendations.

Attachments:

1. Historical information about the Policy Committee
2. Administrative Manual Contents (incomplete)

3. Draft Policy Committee Work Plan



MEETING DATE: 11/7/2005
ITEM NO. I \

COUNCIL AGENDA REPORT

DATE: NOVEMBER 7, 2005
T MAYOR AND TOWN COUNCIL
FROM: DEBRA J. FIGONE, TOWN MANAGFR

DISCUSS COUNCIL POLICY COMMITTEE RECOMMENDATION S AND

SUBIJECT:
SET POLICY DEVELOPMENT WORK PLAN FOR COUNCIL POLICY
COMMITTEE

RECOMMENDATION:

Itis recommended that Council discuss Council Pol icy Committee recommendations and set a policy
development work plan for the Council Policy Committee.

PURPOSE:
The purpose of this report is to present Council with information concerning a variety of policy focus
areas as recommended by the Council Policy Committee to enable Council to prioritize and establish

a policy development work plan for the Committee.

BACKGROUND:

On Monday, October 4, 2005, the Council Policy Committee (Vice Mayor McNutt and Council
Member Spector) met to review and discuss current and carried over (from-previous fiscal years)
policy focus areas for future development, prioritization, and Coupcil consideration. Durix
meeting, the Committee also reviewed its role and purpose establish¢d by Council in June 2003/ The
Council Policy Committee Statement of Purpose is: “To identify wad address areas, is
concerns where Town Council policy needs to be communicated, documented, clarified. or
developed to enhance the effectiveness of the Council in carrying out its policy making role in the
Council/Manager form of government.” The October 4" Committee draft minutes are attached for

Council’s information (Attachment No. 1) and will be approved by the Committee at a future
Council Policy Committee meeting.

PREPARED BY:

Admpfiistrgdlive Prograi
NIMGRUHaruyama'\Staft Reports\Council policy copimitiee priority.wpd

Reviewed by: ki} Assistant Town Manager UE Town Attorney Clerk Administrator
Finance Community Development Revised: 10/25/05  2:13 pm

Reformatted: 5/30/02

ATTACHMENT 1



PAGE 2
MAYOR AND TOWN COUNCIL
SUBJECT: DISCUSS COUNCIL POLICY COMMITTEE RECOMMENDATIONSAND SET

POLICY DEVELOPMENT WORK PLAN FOR COUNCIL POLICY
COMMITTEE
October 4, 2005

DISCUSSION:

The following section discusses the policy focus areas reviewed by the Committee, related policy
considerations, and staff time estimated to complete each policy area as reflected in the attached
matrix (Attachment No. 2). The Committee’s recommended policy focus areas for Council

consideration are also discussed.

Policy Focus Areas and Matrix

The Committee discussed the following current and carried over (from previous fiscal years) policy
focus areas in no order of priority:

*  Process for Providing Feedback to Commissions

*  Guidelines for Commissions/Boards as relates to External Activities
»  Corporate Sponsorship/Donations

»  Requests for Memorials to Members of the Public

*  Street Renaming
*  Guidelines for Participation of Community Organizations in Town-sponsored Events

The attached matrix (Attachment No. 2) describes in more detail, policy focus areas, related policy
considerations, and estimated required staff involvement for each policy area. The following section
outlines the Committee’s policy focus area priority recommendations for Council discussion.

Council Policy Committee Recommendation

The Committee recommends that Council discuss policy focus areas 1-3 as reflected on the attached
matrix as the priority work items to undertake. These are numbered for reference purposes only, they
are not in priority order. All 3 policy focus areas would be worked on concurrently.

As Council will note, the recommended areas are complex and have multiple dimensions. At this
time, the Policy Committee recommends that Council consider undertaking each policy focus area
in its entirety, rather than breaking the policy issues down into subsets or subcategories. However,
this approach could change as the issues are worked through by the Committee. Council
concurrence or additional direction is desired regarding this approach. Council comment on “ policy
considerations™ as presented in the attached matrix is also requested.

Upon Council direction, the Committee would develop the policy focus areas prioritized by Council
and if feasible, direct staff to work on them simultaneously with an estimated completion by the end
of the fiscal year. The Committee could schedule a policy status check in with Council or develop
partial draft policies for Council’s review and comment by Spring 2006.



PAGE 3
MAYOR AND TOWN COUNCIL
SUBJECT: DISCUSS COUNCIL POLICY COMMITTEE RECOMMENDATIONSAND SET

POLICY DEVELOPMENT WORK PLAN FOR COUNCIL POLICY
COMMITTEE
October 4, 2005

CONCLUSION:

The work plan established by Council can be modified should Council needs and priorities change,

FISCAL IMPACT:

There is no significant additional fiscal impact associated with the establishment of a policy
development work plan. However, it is important to note that work plan priorities and completion
dates should be made in consideration of available resources. Staff within the Town Manager’s

Office will provide the necessary policy development support.

Attachments:

Draft Council Policy Committee Minutes Dated October 10, 2005

Attachment No. 1:
Draft Policy Council Policy Committee Matrix

Attachment No. 2:



DRAFT

TOWN OF LOS GATOS
CouNcIL PoLicY COMMITTEE
MONDAY, OCTOBER 10, 2005

4:00 P.M.

110 E. MAIN STREET
Los GATOS, CALIFORNIA

MINUTES

. RoLL CALL
Council Policy Committee meeting was called to order at 4:00 p.m.

Members Present:  Vice Mayor Diane McNutt and Council Member Barbara Spector

Also Present: Debra Figone, Town Manager; Pamela Jacobs, Assistant Town
Manager; Jenny Haruyama, Administrative Programs Manager:
and Scott Seaman, Chief of Police

Council Member Steve Glickman was present in the audience.

. VERBAL COMMUNICATIONS

Rick Parfitt addressed the Council Policy Committee regarding posting of information
related San Jose Water Company’s logging plan in the Santa Cruz Mountains.

Debra Figone, Town Manager explained the Town's current practice and that staff would
evaluate his request and advise Council accordingly.

. STAFF REPORT

Debra Figone, Town Manager provided a high level overview of the purpose of the
Council Policy Committee and its past practices as it relates to policy development and
prioritization processes. Ms. Figone reviewed a draft Policy Focus Area Matrix,
describing current and carried over (from previous fiscal years) policy focus areas,
policy considerations, and potential timeline for completion.

. COMMITTEE ACTION
The Committee recommended that following policy focus areas (in no particular order of

priority) be presented to Council for consideration:

o Corporate Sponsorship/Donations/Solicitations
o Process for Providing Feedback to Commissions/Boards
e Guidelines for Commissions/Boards as relates to External Activities

. ADJOURNMENT

The meeting was adjourned at 5:15 p.m. A future meeting was not scheduled.

ATTACHMENT 1
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Town Council Minutes November 7, 2003
Redevelopment Agency Los Gatos, California

e e e ey
e Questioned the community benefits discussed between the

‘ Town and Sobrato Properties.

: ¢ Questioned whether the “donations/suggestions™ listed in
the staff report are not ofters. but discussion points at this
time.

e Commented on willingness between the applicant and the
Town of Los Gatos to discuss “donations/suggestions™ at
another time.

e Commented that the actions listed under Section | ot the
Community Benefits Agreement have been met.

f Mr. Shenk, Vice President, Sobrato Properties provided clarification
l regarding the Community Benefits Agreement with Sobrato Properties.

if Motion by Mrs. MeNutt to Adopt resolution authorizing Town manager
Il to execute modified Community Benefit Agreement to the Los Gatos

il Gateway Planned Development (Light Rail Shuttle) with the an

i amendment to offer eco-passes to the residents during initial lease-up

| period.

Seconded by Mr. Glickman.

Carried unanimously.

-—m—ﬁ-— | ITEM #11 o - -

it COUNCIL MATTERS

I COUNCIL Discuss Council Policy Committee recommendations and provide
IMATTERS direction on policy development work plan for the Council Policy
| Committee.

IDIRECTION

COUNCIL POLICY

| COMMITTEE

Staff report made by Debra Figone.

~ 8:50PM || OPEN/CLOSE
'PUBLIC
| COMMENT

Page 8 of 9
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Town Council Minutes November 7, 2005
Redevelupment Agency Los Gatos, California

8:50 PM I ITEM #ll e Requesled to move forward wnh llem #3 regardmg procese
{ Continued . for providing feedback to commissions and boards as so.

' as possible.

| COUNCIL

MATTERS

{ DIRECTION

J COUNCIL POLICY

| COMMITTEE .

, ! Motion by Mr. Pirzynski to accept recommendations of the Policy

COUNCIL ] Committee to focus concurrently on the policy areas of:

DISCUSSION ; 1. Solicitation of corporate sponsorships/donations;

| 2. Guidelines for commissions/boards as relates to external
activities; and

\ 3. Process for providing feedback to commissions.

{ The motion also includes request to the Policy Committee to address item

| #3 in a timely fashion.

| Seconded by Mr. Glickman.

- G
8 52 PM MAYOR CALLED unanlmously
{ THE QUESTION 1

8: 53 PM COUNC[L
COMMENT
 Continued

Mr Wasserman
e Gave update relating to the local citizen’s Emergency

Preparedness Committee meeting regarding families wh

have re-located to the bay area from the Gulf Coast.

e Gave update on the Cities Association-sponsored Ethics

l
l Mr. Pirzynski
: Forum.

-
| ITEM #12
I MANAGER MATTERS

| None.
i

HTEM #12

| MANAGER
| MATTERS

ADJOURNED

Submitted by: Attest:

Jackie D. Rose, Deputy Clerk MarLyn J. Rasmussen, Clerk Administrator
Secretary to the Redevelopment Agency

Page 9 of 9
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MEETING DATE: 6/16/03

ITEM NO. 3[ ,b

COUNCIL AGENDA REPORT

DATE: JUNE 16, 2003
TO: MAYOR AND TOWN COUNCIL ; |
FROM: DEBRA J. FIGONE, TOWN MANAEEﬁ%VM
SUBIJECT: DISCUSS COUNCIL POLICY COMMITTEE’S PROPOSED STATEMENT

OF PURPOSE AND POLICY WORK PLAN

RECOMMENDATION:

It is recommended that the Town Council discuss and give direction regarding the Council Policy

Committee’s proposed statement of purpose and policy work plan.

BACKGROUND:

Atits May 6 and June 3, 2003 meetings (Attachment 1 & 2), the Council Policy Committee reflected
upon its role and goals, identification of policy focus areas, and the development of a policy work
plan. In particular, the Committee’s discussions centered around three themes: (1) Council
Members’ knowledge of unwritten Council policies and practices: (2) consideration of where Town
Council policies may be deficient: and (3) the creation of a policy reference library. These
discussions led to the development of a Committee statement of purpose and the identification of
a priority policy focus area which is discussed in further detail in the section below.

DISCUSSION:

After discussing its purpose and various policy focus areas and reviewing existing Council policies,
the Council Policy Committee developed a statement of purpose and determined that there was a
priority need to explore the concept of setting a framework for policy development through the
establishment of Council roles, expectations, and/or protocols. The following provides an outline
of the Council Policy Committee’s proposed statement of purpose and policy work plan, which
reflects a desire to develop a Council Protocol Policy.

\ /
/4.’ ?’J W A
PREPARED BY: IENNY | Af(l}'AMA
nalyst

[ Adpinfstrative
N:\MGR\JHaru_vama'\Szaﬁ'chons\x uncif policy committee status update.wpd
/

Reviewed by: P57 Assistant Town Manager d)-;{/l' own Attorney Finance
Revised: 6/11/03  9:22 am

Reformatted:  5/30/01



PAGE 2
TOWN COUNCIL AGENDA REPORT
SUBJECT: DISCUSS COUNCIL POLICY COMMITTEE’S PROPOSED STATEMENT OF

PURPOSE AND POLICY WORK PLAN

June 16, 2003
Council Policy Committee Statement of Purpose

Prior to discussing the refinement of existing Council policies and/or the development of new
policies, the Council Policy Committee chose to reflect on its purpose, which resulted in a discussion
of the Committee’s goals and desired outcomes. The intent of the statement of purpose is to provide
the Committee with a sense of direction when addressing policy issues. The Committee developed
the following statement of purpose for Council’s review and comment:

Council Policy Committee Statement Purpose

“To identify and address areas, issues, and concerns where Town Council policy
needs to be communicated, documented, clarified, or developed in order to enhance
the effectiveness of the Council in carrying out its policy making role in the
council/manager form of government.”

Proposed Policy Focus Area and Work Plan

As discussed earlier, the Council identified a priority need to explore the concept of setting a
framework for policy development through the establishment of Council roles, expectations, and/or
protocols. To accomplish this, the Committee recommends the development of a Council Protocol
Policy, similar to those adopted by other California Cities. As a starting point, this policy could
reflect the discussions at the January 2003 Council Retreat (Attachment 3), which focused on
Council leadership, cooperation, and relationships among Council Members and others.

While Council protocol policies range in topic and subject matter, they share several common
themes. Categories found in protocol policies include, but are not limited to:

. Mayor, Vice Mayor, and Council Member Roles, Responsibilities, and Relationships
. Legal and Ethical Standards

. Council Conduct

. Council/Staff Relations

o Council/Boards/Commissions/Committee Relations

o Council/General Public Relations

. Confidentiality

. Conflict of Interest

. Representing Official Town/City Positions

Upon Council discussion and direction, the Committee would research and draft a Council Protocol
Policy for Council’s review and consideration. Given the complexity of these relational issues, the
Committee may develop a partial draft policy for Council’s review, including the roles,
responsibilities and relationships of the Mayor, Vice Mayor, and Council Members; legal and ethical
standards; council conduct; and council/staff relations. It is envisioned that the Committee would
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TOWN COUNCIL AGENDA REPORT
SUBJECT:  DISCUSS COUNCIL POLICY COMMITTEE’S PROPOSED STATEMENT OF

PURPOSE AND POLICY WORK PLAN

June 16, 2003

present this partial draft Council Protocol Policy to Council in August 2003. At that time, the
Committee would also present additional policy focus areas for Council review and comment.

CONCLUSION:

The work of the Council Policy Committee reflects the development of a draft statement of purpose
and policy work plan. The Committee recommends that the Council discuss and give direction
regarding its statement of purpose and proposed work plan, which includes researching and drafting
a Council Protocol Policy. If directed by Council, a draft Council Protocol Policy would be

presented to Council by the Committee in August 2003.

FISCAL IMPACT:

Should Council direct the Committee to draft a Council Protocol Policy. it is anticipated that there
will be no fiscal impact associated with this action, However, it is important to note that work plan
priorities and completion dates should be made in consideration of available resources. Existing
staff within the Manager’s Office will provide the necessary policy development support.

Attachments:

Council Policy Committee June 3, 2003 Memorandum( supporting materials

not included)
Council Policy Committee May 6, 2003 Memorandum

Attachment No. |

Attachment No. 2

Attachment No. 3 January 2003 Council Retreat Summary Notes



BWMEMORANDUM

i OFFICE OF THE TOWN MANAGER

TO: TOWN COUNCIL POLICY COMMITTEE

MAYOR SANDY DECKER
COUNCIL MEMBER JOE PIRZYNSKI

FROM: DEBRA J. FIGON ﬁ&\—f/
TOWN MANAGER
ORRY KORBOK-

TOWN ATTORNEY

DISCUSS COUNCIL POLICY COMMITTEE PURPOSE, PROCESS
CONSIDERATIONS, AND POLICY DEVELOPMENT

SUBJECT:

DATE: JUNE 3, 2003

OMMENDATION:

Itis recommended that the Town Council Policy Committee discuss its purpose and role and process
considerations as it relates to policy development.

PURPOSE:

The purpose of this report is to provide the Council Policy Committee background information as
it relates to existing Council policies and policy development.

BACKGROUND:

At its May 6, 2003 meeting, the Council Policy Committee reflected upon its role and goals,
identified key policy focus areas, and discussed the development of a policy workplan. In particular,
as the Committee evaluated its purpose and mission, the discussion centered around three themes:
(1) the long-standing tenure of previous Council Members with respect to their knowledge of
unwritten Council policies and practices; (2) consideration of where Town Council policies may be
deficient; and (3) the development of a policy reference library. In an effort to address these issues,
the Committee discussed the concept of setting a framework for policy development through the
establishment of formal, yet flexible Council roles, expectations, and protocols. As a starting point,
the foundation for this framework would be the discussions at the January 2003 Council Retreat
(Attachment 1) which focused on Council leadership, cooperation, and relationships among Council

ATTACHMENT 1



plan which incorporates Council feedback received as aresult of

consider developing a policy work
It is then

the Committee’s June 2, 2003 status update presented under Council matters.
recommended that the Committee present a draft policy workplan for further Council dis

the Monday, June 16, 2003 meeting.

cussion at

FISCAL IMPACT:
None. —

Attachments:

Town Council January 2003 Retreat Summary Notes and Staff Report

Attachment [:

Attachment 2: Existing Town Council Policies .

Attachment 3-6: Background Policy Material from the Cities of Sunnyvale, Mountain
' View, Palo Alto, and Santa Clara.

Attachment 7: May 6, 2003 Council Policy Committee Staff Report

(oo Town Council
Pamela Jacobs, Assistant Town Manager

Orry Korb, Town Attorney
Jenny Haruyama, Administrative Analyst

DJF:jh ,
N:MGRVUHaruyama\Projects\Council Policy Committee\June 3 Council Policy Committee Memo.wpd



“MORANDUM

OFFICE OF THE TOWN MANAGER

TOWN COUNCIL POLICY COMMITTEE

MAYOR SANDY DECKER ;
COUNCIL MEMBER JOE PIRZYNSKI

FROM: DEBRA J. FIGON )
TOWN MANAGER

TO:

ORRY KORB
TOWN ATTORNEY
SUBJECT:  DISCUSS COUNCIL POLICY COMMITTEE PURPOSE AND PROCESS
. CONSIDERATIONS -
DATE: MAY 6, 2003
RECOMMENDATION:

Thatthe Committee consider establishing a statement of purpose and work plan for recommendation
to the Town Council. The work plan would outline priority policy focus areas and would serve as

the proposed work plan for the Committee. Process suggestions are also included.

DISCUSSION:

The following provides a suggested discussion outline for the Committee’s use in determining its
role and goals, along with process considerations with respect to the development of new or
refinement of existing Town policies. This outline is comprised of three key components: (1) Policy
Committee Statement of Purpose; (2) Potential Policy Focus Areas; and (3) Development of a Work

plan.

Policy Committee Statement of Purpose

When considering Town policies, the Committee may want to first reflect on its purpose. This
process might include a discussion of the Committee’s purpose, goals, and desired outcomes which
could be achieved through the development of a statement of purpose. An example of such a

statement is as follows:

ATTACHMENT 2



PAGE 2
TOWN COUNCIL poLICY COMMITTEE

SUBJECT:  DISCUSS COUNCIL POLICY COMMITTEE PURPOSE AND PROCESS
CONSIDERATIONS

May 6, 2003

I3
L}

Sample Council Policy Committee Statement of Purpose

wn Counci] policy needs to pe
eloped in order to enhance the

To identify areas, j
Its policy making role in the

communicated, documented, clarified, or dev
effectiveness of the Council in carrying out
council/manager form of government. -

Potential Priority Policy Focus Areas

Upon developing a statement of purpose, the Committee
focus areas. A process for receiving Counci] input and/
specific policy issues within the selected focus areas could
Council in a retreat-like setting. These areas would rang,

include, but are not limited to the following:

may want to identify key priority policy
Or approval should be considered. The
be generated by the Committee or by the
e in topic and subject matter and could

. Council Practices
. Role of the Mayor
. Council/Staff Relations

Council Boards/Commissjon Relations
Administrative/Counci] Agenda Streamlining Opportunities

Legislative Policies

. Ethics

. Council Campaigns

’ Budget/Fiscal Policies
. Community Issues

Development of 2 Work Plan
The suggested priority policy focus area ljst should be considered a5 a starting point for discussion.
Given the potential depth of the sample topics listed above, priorities wij] need to be set ip
consideration of the resources needed to assist the Committee in policy development,

ined its key priority policy focus areas, a work plan should pe
uld reflect the Committee’s statement of purpose; identify and
anticipate a time frame for completion. The work plan would

imittee and would later be presented to Council for approval.

receive Counci] input prior to developing a work plan,

Once the Committee has determ
developed. This work plan wo
prioritize key policy focus areas: and
be reviewed and approved by the Con
Analternative as indicated above would be to



PAULE 5
TOWN COUNCIL PO 'CY COMMITTEE
DISCUL. COUNCIL POLICY COMMITTEE rUJRPOSE AND PROCESS

SUBJECT:
CONSIDERATIONS

May 6, 2003

CONCLUSION: : ;- .
It isrecommended that the Council Policy Committee develop a statement of purpose e.lnd a discuss
process for determining policy focus areas and work plan development.

. FISCAL IMPACT:

It is anticipated that there will be no fiscal impact associated with the development of a
committee statement of purpose or work plan. However, work plan priorities and target
completion dates should be made in consideration of available resources. It is anticipated that
existing staff within the Manager’s Office will provide necessary policy development support.

cc:  Town Council _
Pamela Jacobs, Assistant Town Manager

Orry Korb, Town Attorney
Jenny Haruyama, Administrative Anaiyst

DJFjh - .
N:AMGRWUHaruyama\Staff Reports\COUNCILPOLICYMEMO wpd
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TOWN OF LOS GATOS
TOWN COUNCIL RETREAT

SUGGESTED ACTIONS
January 10-11, 2003

January 10" Session: Working Together

Implementation and Assessment of Retreat Items

At the conclusion of the Friday session, the council asked: How will we know that this
retreat was a success 6-9 months from now?

In response, staff agreed to compile a summary report identifying the main points and
suggested action items discussed at the retreat. These items will then be assessed ina

progress report or follow up meeting/retreat with the council.

What is an Effective Council Member?

Effective council members are able to balance the followin

g tensions or competing

values:

Being proactive about creating change in the community vs.
seeking to preserve and protect the community

Leading and educating the public on an issue vs.

following the wishes of the public

Recognizing the short term and
long term implications of an issue and decision

What is an Effective Council Team?

Members are prepared and knowledgeable on the issues
Decisions are made based on the best available information, and a careful

interpretation of the data
Members rely on community input and council discussion at ¢

making final decisions
There are no coalitions or well defined voting blocks

ouncil meetings in

What Constitutes Effective Council Discussion?

There is an openness to differing points of view
Members are able to disagree with one another
Differences are managed constructively
Members listen to each other with respect

ATTACHMENT 3



How Should the Council Partner with Commissions & Boards?

® Respect and fully consider their decisions and recommendations
* Be cautious about overturning commission decisions
® Review selection of commissioners

Suggested actions:

+ Establish a Council selection committee
+ Enhance the selection process (example: more time for individual interviews

perhaps using a Council Selection Committee)

+ Expand efforts to recruit applicant pools
+ Advise unsuccessful applicants prior to Council meetings.
¢ Suggest training opportunities for less experienced/qualified candidates to

improve competencies

Suggested action: Ensure training and development opportunities are available to
commissioners

Suggested action: Develop a communication mechanism for informing commissions
about council policy decisions

How Should the Council Partner with Staff?

e The current relationship is working exceedingly well; council admires and appreciates
staff
* Council needs to be cautious about overburdening staff

e Council should not do staffs’ work
e Council members need to be careful not to create expectations among staff that fit
his/her own interpretations, but do not have the full backing of whole council

Suggested action: The Town Manager is empowered to oversee and monitor the
Council’s actions in regard to overusing or misusing staff; will consult with Mayor or

other appropriate Council member as necessary

Suggested action: The Town Manager will function as a central clearing house for
advising Council about their individual participation in local and regional groups as
representatives of the Town and the Council. This issue will be discussed with the

Council Policy Committee.



January 11th Session: Looking Forward

The Strategic Framework

Council asked a number of questions and clarifications in response to the Town
Manager’s update of the strategic plan. In addition to comments about specific
implementation strategies, one overarching action item was suggested.

Suggested action: When possible, staff should provide council with quantitative data
regarding status on priorities and goals as a way to help assess success. Example: the

number of graffiti incidents per year.

Issue Category #1: Fiscal Health and the Economy

y board (or

Suggested action: Explore the possibility of creating an economic advisor
committee, roundtable, etc.), taking into consideration mission, goals and composition

that will make the group most effective.

Suggested action: Explore the possibility of bringing appropriately-scaled convention
groups and trade shows to Los Gatos. Align with the San Jose Convention and Visitors

Bureau to help identify Los Gatos as a destination for people attending conventions in

San Jose.

Suggested action: Explore providing Council on a regular basis a fact sheet reporting
sales tax revenue, commercial and residential vacancy rates and other relevant economic

trend information .

Suggested action: Explore attracting medical technology firms to locate in town as a
complement to the Town’s hospitals and medical centers.

Suggested action: Staff should continue to make personal contacts with commercial
tenants and owners, iricluding an increased emphasis on reaching out to the brokerage

community.

Suggested action: Continue to explore alternative options for enhancing revenue,
including user’s fees, commercial business license fees, etc.

Suggested action: Explore the possibility of annexation based on a cost/benefit analysis
of each site, including infrastructure condition, Town service costs, revenue generated,

etc.

Issue Category #2: Communication Outreach and Feedback

incorporating

Suggested action: Proceed with conducting the Human Needs survey,
valid results.

Council input and ensuring the survey methodology is sound to ensure




Suggested action: Explore funding a resident satisfaction survey in the FY 03-04 budget.

Suggested action: Consider holding some council meetings “off site” in a neighborhood
location or consider holding special Town meetings in neighborhoods (example: Town

Hall in the Neighborhood).

Suggested action: In developing marketing and communication material, consider how to
present town information to encourage interest from residents.

Suggested action: Explore the development of a central location or communication
vehicle for people to find out about town services.

Suggested action: Explore developing a communication vehicle for informing interested
residents about Council policy decisions (example: informing neighborhoods involved in

traffic calming efforts where to find information about ultimate Council decision.)

Suggested action: Explore the possibility of creating an email network or list serve for
communicating town information to residents.

. Suggested action: Work with the local media to advocate including information about
some of the less visible community activities in town

Issue Category #3: Community Services

Suggested action: Explore the possibility of holding a youth summit with youth and
leaders from existing community groups serving youth to identify issues and actions the
Town and its partners can address, as one way to collect information about and assess the

interest in the creation of a youth commission or other focused efforts.

Suggested action: Explore in partnership with other organizations opportunities for
providing drug and alcohol prevention programs for middle school youth, including

identifying programs and models undertaken in other communities.

Issue Category #4: Other Strategic Issues

Suggested action: Refer the possibility of creating an ethics program to the Council
Policy Committee.



June 16, 2003

Town Council Minutes
Los Gatos, California

Redevelopment Agency

COUNCIL MATTERS (31A&B.28)

VTA BOARD RESTRUCTURING PROPOSAL/VERBAL REPORT (31A.28)
Mr. Pirzynski explained the letter from Mayor Jose Esteves of the City of Milpitas outlining a proposal
to restructure the VTA Board. This. proposal would provide a voting seat for all jurisdictions and
maintain the same proportional vote representation for the City of San Jose and Santa Clara County.
He asked if there was consensus among Council to pursue the review of the board composition so that
there will more representation from the individual cities and the ability to have all cities’ voices heard
in discussion.
Council consensus to have staffwrite a letter to Milpitas to agree that this would be an avenue to pursue
and to allow our Council to participate in considering the VTA Board restructuring.

COUNCIL POLICY COMMITTEE/WORK PLAN/STATEMENT OF PURPOSE (31B.28)
Mayor Decker spoke of the meetings of the Council Policy Committee which has met twice. She spoke
of the Statement of Purpose which has been developed to offer a sense of direction, and of the Work
Plan to develop a framework for policy development. She noted that the ideas from the January Council
retreat were used as a foundation for the current work plan,

Council agreed that the Statement of Purpose met with their consensus.

Council wished to take a general overview of the work plan to see what things they could easi ly agree
upon and then have staff work on those items while they took some additional time and effort on the
items that would require extra consideration and discussion.

Mr. Glickman spoke of the new WiFi technology and the need to keep abreast of it before it becomes
an issue for our community. Ms McNutt agreed that this subject should return on a later agenda.

MANAGER MATTERS (32.28)
There was no report given this evening.

ADJOURNMENT
Mayor Decker closed this evening’s meeting at 11:57 p.m.

ATTEST:

Marian V. Cosgrove
Town Clerk
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Council Policy Committee

Proposed Work Plan Items

The Council Policy Committee has identified four key policy categories for its review and
consideration for policies to be validated, revised, and/or rescinded: Council Policies, Land Use
Policies, Civic Center Facilities Use Policies, and the Administrative Manual.

Due to the complex nature of several of the policy categories proposed, staff has created priority
levels based on the Town’s Core Values (Community Character, Good Governance, Fiscal
Stability, Quality Public Infrastructure, Civic Enrichment, and Public Safety), Council Strategic
Goals, legal mandates, staff resources, and/or required stakeholder outreach. The Policy
Committee can recommend a different priority level to Council for its consideration and
approval.

Below is a summary of the work plan and potential next steps within each policy area.

High Priority: Policy work required for meeting legal compliance or regulatory
mandates, advancing land use planning, implement Council priority
initiatives, and/or enhance Town operations for key service areas. In
general, this policy work includes planned and budgeted projects, but may
include unplanned projects to address time sensitive deadlines.

Medium Priority: Policy work needed to address emerging and/or issues. Staff resources
may not be immediately available, and Council prioritization of other
projects may be needed.

Low Priority: Policy work that is not time sensitive, inhibiting the advancement of Town
Council goals, and not planned or budgeted within the current Fiscal Year.

Land Use Policies

Summary: The Council Policy Committee has a matrix and binder of 47 land use policies as well
as 17 guidelines and standards, four procedures, and eight plans. Of these, the Committee
identified eight guidelines, 33 policies, four procedures, and one plan (Los Gatos Blvd. Plan) for
its review. To date, the Committee has recommended to the Town Council the rescission of the
Community Benefit Policy, Outdoor Seating Standards, and Development Applications along
Los Gatos Blvd. from Spencer Avenue to Route 85 (to be agendized). On May 5, 2015, the
Council will consider potential Code amendments to reflect the recommendations of a Council
Ad Hoc Committee regarding Alcoholic Beverage and Consumption Policy.

Attachment 3



Council Policy Committee
Proposed Work Plan Items
March 27, 2015

Page 2

Priority Recommendation: High Priority

This work supports Town Core Values of Community Character, Good Governance, and Fiscal
Stability. Staff review of these policies identified a critical need for Committee recommendation
and Council action for some policies that conflict with current Town practices and/or are
outdated. Committee recommendation and Council action would enhance service delivery and

customer service.

Next Steps:

1. On February 26, 2015, the Committee requested that:
a. Staff return with a status report and recommendation on:
i. Historic Overlay Zone Review Process
ii. Personal Service Businesses in the C-2 Zone
iii. Restaurants and Specialty Retail Businesses
iv. Formula Retail
Target Date to Policy Committee: April 2, 2015

2. Staff analysis and recommendations for the remaining policies requested for the
Committee’s review.

a. Group policies in similar topic areas. Target Date to Policy Committee: May
2015

b. Determine recommendations to validate, revise, or rescind with estimated
timelines. Target Date to Policy Committee: May 2015

c. Determine if any of the policy work should be considered as a potential Strategic
Goal due to community outreach, benchmarking, or other efforts to complete the
policy review. Target Date to Policy Committee: May 2015

3. The Committee can continue to work through the policies based on the recommendations
under item 2b.

Civic Center Facilities Use Policies

Summary: On March 19, 2015, the Council Policy Committee considered a draft work plan to
consolidate several policies and the Civic Center Master Plan into a single Civic Center Facilities
Use Policy. The Committee requested an updated work plan, including the use of the new
Library and its conference room, with the identification of distinct tasks to tackle the unique
issues of each facility.



Council Policy Committee
Proposed Work Plan Items
March 27, 2015

Page 3

Priority Recommendation: Medium Priority
This work supports Town Core Values of Community Character, Good Governance, and Fiscal

Stability. Committee recommendation and Council action would enhance service delivery and
customer service by providing consistent procedures for the use of each facility.

Next Steps:
1. Staffis preparing an updated work plan. Target Date to Policy Committee: April 19,

2015

2. The Committee can work through the identified tasks in the work plan.

Council Policies

Summary: The Council Policy Committee has a matrix and binder of 23 policies with staff
recommendations to validate, revise, or rescind based on the analysis of easily accessible
resolutions and other documents. To date, six policies have been validated, three policies have
been rescinded, and two policies are pending revision by the Council (2-5: Planning Commission
Policies and Procedures, and 2-11: Commission Appointments).

Priority Recommendation: Low to Medium Priority

This work supports Town Core Values of Community Character, Good Governance, Fiscal
Stability and Civic Enrichment. Staff resources are not currently available to conduct a
comprehensive review of each individual policy; however, staff work is underway to revise
selected individual policies to address immediate Town and staff needs. As staff capacity
becomes available, other policies may be addressed.

Next Steps:
1. OnJanuary 29, 2015, the Committee identified its interest in validating Policy 2-12:

Naming Town-Owned Facilities. Target Date to Policy Committee: April 19, 2015

2. On March 19, the Committee began discussion of a Notification of Significant Events
Policy. Staff is researching proposed definitions for “significant events,” and identifying
appropriate communication methods to the Council for different types of events. Target
Date to Policy Committee: May 2015

3. The Town Attorney is working with the Finance Department to propose revisions to 4-1:
Town Purchasing Policy and Procedure Manual. Target Date to Policy Committee:
August 2015



Council Policy Committee
Proposed Work Plan Items
March 27, 2015

Page 4

4. The Committee can continue to work through the remaining policies based on the
recommendations, recognizing that additional policies may be uncovered that should be
considered in this policy category.

Administrative Manual

Summary: On March 19, 2015, the Council Policy Committee requested an index of the
Administrative Manual to determine if it contained policies that should be reviewed by the
Committee.

Priority Recommendation: Low Priority
This is unplanned and unbudgeted work, and staff resources are currently not available. This

work can be evaluated to be included as part of a future Policy Committee work plan or as part
of the Council Strategic Goals, and appropriate resources and budget allocated.

Next Steps:
1. While there is no index, staff has begun to identify documents with an Administrative

Manual title. Target Date to Policy Committee: April 2, 2015

2. Similar to the land use policy work, a survey would be sent to each Department to
identify all of its documents with the Administrative Manual title. Target Date to Policy
Committee: TBD 2016

3. Staff would evaluate each document to determine if it was a policy that required the
attention of the Council Policy Committee or if it was an internal procedure
implementing Council policy or the Code. Target Date to Policy Committee: TBD
2016

4. Staff would analyze each policy document and make a recommend to revise, validate, or
rescind. Target Date to Policy Committee: TBD 2016

5. The Committee can work through the policies based on the recommendations above.



